CUSTOMIZING YOUR SIGNATURE

ADD YOUR ELECTRONIC SIGNATURE
On the TOOLS menu click OPTIONS
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OPTIONS DIALOG BOX
Click MAIL FORMAT TAB

Click SIGNATURE PICKER
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Preferences I Mail Delivery Mail Farmat |5pelling I SecUrity I Other I Fax I

Message Formak

hoose a Format for outgoing mail and change advanced setkings.

Send in this message Format: Plain Texk

[ Use Microsoft Word to edit e-mail messages

Setkings... International Options. .

Stationery and Fonts

Il=e stationery to change wour defaulk font and skyle, change colors,
and add backgrounds ko your messages,

Ilse this stationery by default: I::Nc.ne:: j

Fonts. ., | Skatiomery. Ficker. .. |

Signature

Autormatically include wour signature or attach an electronic business
card (vCard) bo outgoing messages,

Il=e this Signature by defaulk: “MNone= j

¥ | Don't use when replying or Forwarding Signature Picker ... |

Ik I Cancel | Ay |

CREATE NEW SIGNATURE
In the “ENTER A NAME FOR YOUR N EW SIGNATURE field, type a name for your signature file
Click on NEXT




Create New Signature 7] x|
@ 1, Enter a name for wour new signature:
IFl:urmaI Signature]

2, Choose how ko create wour signature:

¥ Start with a blank signature

£ se this existing signature as a template;

| =

£ |se this file as a template:

Erawse, ., |
Mexk = I Cancel |

EDIT SIGNATURE

Type and format the information you would like to include as your signature

Select FINISH

Edit Signature - [Formal Signature]

—Signakture kext
% This text will be included in autgoing mail messages:

Jarah L. Field
workavstems inc.

HMIZ Department

711 3W ALlder 3Zuite Z00
Portland, OR 97205
gfieldiyozone.org

Font, .. | Baragraph. .. Clear Advanced Edit. .. |
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—wi_ard options

attach this business card (wCard) ta khis signature:

I <Mone =

Mews wCard From Conkack. ., |
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Einish I

Zancel |

SIGNATURE PICKER
Preview your signature
Select OK



Signature Picker

Signature:

Forrnal Signature

Preview:

Remowve |

Mews,

Sarah A. Field
worksystems inc.

MIS Department

711 2W Alder Suite 200
Portland, OR 97205
sfieldiyo=zone.org
[503)478-7367
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